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BACKGROUND

Separation of financial managenent responsibilities between the Bureau of
Fi scal Services (BFS) and other organi zational units within DHFS is an

i mportant fiscal control. The purpose of this policy is to clarify and
enphasi ze sone key areas.

It has long been the Departnment's expectation that the Bureau of Fisca

Servi ces
t oget her,

and other organi zational units carry out different, but when added
conplete responsibilities to manage the resources all ocated through

t he policy-nmaking process. Al financial transactions (vouchers, purchase
orders, etc.) and paynents submitted fromdivisions, or originating in BFS,
need to neet several basic financial policy standards.

POLI CY

The Bureau of Fiscal Services' responsibility, in part, is to assure that
Departnent units are, in fact, neeting their control responsibilities as they
relate to financial transactions and that policies governing these docunents

are avai
controls

abl e and being applied consistently throughout the Departnment. These
wi Il be acconplished as foll ows:

BFS wi Il devel op and nake avail able clear fiscal policies and

gui del i nes through issuance of revised and codified accounting
manual s. Revi sions and updates to this manual will be issued in a
tinmely manner, and we expect the various divisions to suggest changes
needed fromtheir perspective.

BFS staff will provide training and technical assistance to divisions
to assist themin nmeeting their responsibilities.

Fi nanci al procedures that divisions have adopted to neet their
responsibilities will be reviewed periodically by the Departnent's
Preaudit Unit and Controller's Ofice (site reviews, etc.), and any
recomendati ons for change will be conmmuni cat ed.

I ndi vi dual financial-related docunents will be selected on a random
sanpl e basis for review prior to their submission to DOA. Any errors
noted will be communicated to the divisions for their follow up
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BASI C STANDARDS FOR TRANSACTI ONS FLOW NG
FROM DECENTRALI ZED AND CENTRALI ZED FI SCAL UNI TS

The transaction is in conpliance with Departnent policies and the
State's statutes, rules and regul ati ons.

The docunent is mathematically accurate and conpl ete.

The transacti on has been properly authorized and required signatures are
affixed to the docunent.

The account coding is valid and accurate, and proper authorization
and/ or receipt of goods is assured before input in the accounting system
or check-writing process.

Sufficient fiscal resources authorized by the Budget Act are avail able
to cover the transaction.

For transactions requiring a contract, such contract has been fully
executed (signed by Departnment and Provider), and is on file within the
Departnment. See also Section 15—€ontract Adm nistration 1.0, 2.0 and
3.0.

The transaction, even though technically accurate, does not fall outside
statutory or budgetary intent.

Under usual business circunstances, grants to providers, counties and
non-profit organi zations are provided for, and governed by, the

W sconsin Statutes and federal regulations related to the program and
funding fornmul as of the Departnent. These statutes and federa

provi sions should be foll owed. However, there are circunstances where
the Departnent may grant funds on an infrequent basis to progranms

out side of the usual funding formulas. This policy provides a mninum
criteria which shall be followed when naking grants to non-profit
agenci es.

Whenever grants are nmade by the Departnent of Health and Family Services
Agencies, the following minimumcriteria should be foll owed:

A contract or agreenent shall be signed by the Division Adninistrator
and the receiving agency prior to funds being disbursed. This agreenent
shal |l contain the foll ow ng:

a. Pur pose of grant, benefit or service to the State; necessity or
acconpl i shnment expect ed.

b. A report of expenditures after grant period should be required
normal Iy unl ess wai ved by the Bureau of Fiscal Services.

C. An eval uation of the grant program after grant period, should be
requi red where appropriate.

d. Any ot her requirenment of the granting organi zati on, Wsconsin
Statutes or funding source.

Internal policies and fiscal nonitoring in BFS and the division fisca
units should assure that State GPR funds don't carry a di sproportionate
share of expenditures when these are prograns funded t hrough GPR and
federal allocations.
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10. When federal funds can be successfully clainmed which are not included in
the biennial budget, and the funds are either reinbursenment for past GPR
expendi tures or paynment for expense which would otherwise be billed to
GPR budgeted for that purpose, the typical result should be a | apsing of
the funds (either federal reinbursenent, or GPR saved through federa
billing). This includes successfully clainng federal funds at a higher
mat ching ratio than budgeted. In sone cases, it is desirable to
recommend that funds not | apse but be made available for programmtic
use; in this case, opportunity for legislative review of proposed
expendi tures shoul d be provided.

This gui deline does not intend that the details of every specific
federal grant nust be foreseen in the biennial budget process or
subsequently reviewed. Project specific federal funding, for purposes
not explicitly planned in the State's budget, but consistent with a

br oader program and budget authority, may be received and expended for
t he project purpose, using existing State processes for approving and
adm ni stering such grants. (See also Section l4—Federal Funds 2.0).

11. Except where otherw se required by law or regulation, all financia
statenments shall be prepared according to generally-accepted accounting
principles. Notes disclosing the basis of accounting and any specia
itenms should be an integral part of the statements.

12. Fi nanci al reports, including federal clains, annual or interimfinancia
statenments, etc. shall be conplete, accurate and prepared in accordance
wi th applicable standards, supported by and reconcil able to the
accounting systemand prepared or reviewed by the Controller's Ofice
(BFS) prior to issuance. Review by the Controller's Ofice shall be
obtai ned by subnmitting the financial statenments to the Assistant
Director two weeks prior to issuance.
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DOA Preaudit Authority Guidelines (Novenber 1982)

H&SS Preaudit Del egati on Agreenent

DHFS APP Section 15—Contract Administration 1.0 (Contract Adninistration for
Ai ds/ Grant s)

DHFS APP Section 15—Contract Administration 2.0 (Required Standard Contract
Language)

DHFS APP Section 15—€ontract Administration 3.0 (Review of Contract
Fi nanci al Provi si ons)

DHFS APP Section 14—+Federal Funds 2.0 (Adm nistration of Joint Funded
Programs and Excess Federal Revenue)
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